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Module 4 

Staffing Using the DCPDS 

Module Overview 

  
Introduction This module contains procedures related to recruitment and staffing.  

  
Module Contents  

Topic Page 
Module Overview 1 

Before You Begin 4 
Navigation List 5 
NOA Families Used in Staffing 9 

Chapter 1:  Building an Applicant 1 
Building an Applicant 3 
Building an Address 6 
Accepting an Applicant 7 
Deleting or Purging an Accepted Applicant 10 

Chapter 2:  Building An External User 1 
Building an External User 3 

Who Builds Virtual Positions? 3 
Who Builds External User? 3 
The External User Enter and Maintain Window  3 

Completing the Enter and Maintain External User 
Window 

5 

Completing the Application Window 6 
Changing Status to “Accepted” 7 
Assigning a Virtual Position 8 
Changing Type to “External User” 8 
Assigning an External User to a  Different Position 9 

 
Continued on next page 
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Module Overview, Continued 

  
Module Contents (continued) 
 

Chapter 3:  Overview of Resumix Functionality 1 
Create Requisition 2 
Create Applicant 10 
Refresh 13 

Chapter 4:  Placement Actions 1 
Processing a Recruit/Fill 3 
Processing Promotions/Change to Lower Grade 
(CLG) 

6 

Processing Reassignments 8 
Processing a Not-to-Exceed (NTE) 9 
Updating and Viewing Education Data 11 
Processing a Detail 14 
Extending a Detail 16 

Chapter 5:  Changing Employee Records 1 
Processing Name Changes 2 
Processing Realignments 4 
Processing Position Changes 5 
Processing a Change in Title 8 

Chapter 6:  Staffing Mass Actions 1 
Processing a Mass Realignment 2 
Processing Mass Pay Adjustments 12 
Viewing Current Pay Tables 21 
Viewing Past Pay Tables 23 

Chapter 7:  Cancellations and Corrections 1 
Processing Cancellations/Corrections 3 
Processing a DoD Correction 5 
Processing Corrections to Social Security Number or 
Date of Birth 

7 

Using the Pseudo SF50 10 
 

Continued on next page 
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Module Overview, Continued 

 
Module Contents (continued) 
 

Chapter 8:   AUTORIF Extract 1 
Creating an AUTORIF Extract File 2 

Chapter 9:   Severance Pay 1 
Severance Pay Calculator 2 

Chapter 10:  Processing a Reconstruct History Action 1 
Chapter 11:  Change in Appointment Office (CAO) 1 

Building an Applicant 2 
Accepting the Applicant 4 

Processing the CAO/Transfer Interagency Request Form 6 
Viewing the Pseudo Appointment 11 
Cancellation of a CAO or Transfer Interagency 
Applicant record 

12 

Processing a Change of Appointing Office (CAO) 14 
             Completing the Interagency Transfer 14 
             Completing the RPA 15 
Processing a Transfer 17 
            Completing the Transfer 17 
Cancellation of a CAO or Transfer Interagency after Update of HR 18 
Processing a Return to Duty with the CAO Process 19 
Chapter 12:  Processing a Conversion/Extension on Temporary 
or Term Appointment 

1 

Processing a Projected Conversion or Extension Action 3 
Processing a Current or Past Dated Conversion or Extension 
Action 

7 

Processing a Conversion/Extension Action on an Erroneously 
Separated Employee 

9 

 
Continued on next page 
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Module Overview, Continued 

  
Before You 
Begin 

• There are two ways to process staffing actions. 

1. From your Workflow Inbox.  You respond to a Request for Personnel 
Action (RPA) initiated and forwarded by a manager or supervisor, or 
an RPA you saved to your Workflow Inbox. 

2. From the Navigation List.  If you have been given the responsibility, 
you may initiate an action by accessing an RPA from the Navigation 
List. 

• Once an RPA is saved, it must be routed to another person or to your 
Civilian Inbox. 

• If you initiate an RPA and decide not to use it, you can delete it from your 
Civilian Inbox by using the Clear Record button on the Toolbar. 

• When you save an RPA the first time, a Request Number displays in Part 
A, Block 2 of the RPA.  The first five characters depict the year/month the 
action is initiated, the next nine are for component use, and the remaining 
six are a system generated sequence number.  It is assigned to the 
Requisition, and if RESUMIX is used, it is assigned to the related vacancy 
announcement. 

• Recruit/Fill is not a Nature of Action (NOA); it is a placeholder until the 
personnelist/staffer determines how the fill action will occur; e.g., 
appointment, promotion, reassignment, etc. 

• NOAs are separated into Job Families on the Navigation List.  For 
example, a Promotion, and QSI are located in the Salary Change menu.  
NTEs are located in the Extension of NTE menu.  See the list of NOA 
Families in this module. 

• The RPA can be printed from the inbox of the initiator or anyone to whom 
it has been routed.  RPAs may also be printed in the Reports menu. 

• You can view previous or subsequent RPAs on the Notifications 
Summary Window of the Workflow Inbox.  Place the cursor in the 
Subject Column, and scroll up or down using the Up and Down Arrow 
Keys. 

• Completed RPAs do not normally display in the Workflow Inbox.  A 
separate folder can be set up for these actions.  

• The RPA has electronic signature capability. 

• The Refresh Button on the RPA pulls in the current person/position 
information to the RPA. 

 
Continued on next page 
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Module Overview, Continued 

 
Navigation 
List 

 

 
 

 
Continued on next page 
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Module Overview, Continued 

 
Menu Options 
on the 
Navigation List 

The menu options on the Navigation List are familiar; however, there are 
some that may need additional information.  Use of many of the menu options 
may be determined by your Component business rules.  The following list of 
menu options gives a general description and where each is located in the 
User Guide. 

 
Menu Option/Form Location in User Guide/Information 

Appointment Performed as a staffing function. 
Award/One-Time Payment Module 6, Pay, Benefits, and Entitlements Using 

the DCPDS. 
Cancellation/Correction Chapter 7, Module 4, Staffing Using the 

DCPDS. 
DOD–911 Chapter 10, Module 4, Staffing Using the 

DCPDS. 
DOD Correction Process-
002 

Chapter 7, Module 4, Staffing Using the 
DCPDS. 

CAO/Transfer/Inter 
Agency 

Chapter 11, Module 4, Staffing Using the 
DCPDS. 

Change in Data Element Performed in staffing. 
Change in ART Status Air Force unique. 
Change in Duty Station Module 2, Position Management and 

Classification Using the DCPDS. 
Change in FEGLI Module 6, Pay, Benefits, and Entitlements Using 

the DCPDS. 
Change in Hours Module 2, Position Management and 

Classification Using the DCPDS. 
 Change in Retirement  
   Plan 

Module 6, Pay, Benefits, and Entitlements Using 
the DCPDS. 

 Change in SCD Performed in staffing. 
 Change in Tenure Performed in staffing. 
 Change in Veterans     
   Preference 

Performed in staffing. 

 Change in Work  
   Schedule 

Module 2, Position Management and 
Classification Using the DCPDS. 

 Change Position  Number Module 2, Position Management and 
Classification Using the DCPDS. 

 Name Change Chapter 5, Module 4, Staffing Using the 
DCPDS.  
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Module Overview, Continued 

  
Menu Option/Form Description/Action 

   Change Position    
   Sensitivity 

Module 2, Position Management and 
Classification Using the DCPDS. 

   Change Position Title Chapter 5, Module 4, Staffing Using the 
DCPDS.  

  Details Performed in staffing. 
  Conversion to Appointment Performed in staffing. 
  Extension of NTE Module 4, Staffing Using the DCPDS, 

Chapter 7. 
  Federal Position Change Chapter 5, Module 4, Staffing Using the 

DCPDS.  
  Living Benefits Module 6, Pay, Benefits, and Entitlements 

Using the DCPDS. 
  NonPay/NonDuty Status Module 5, Workforce Relations Using the 

DCPDS. 
  Other Pay Performed in staffing. 
  Realignment Chapter 5, Module 4, Staffing Using the 

DCPDS.  
  Reassignment Chapter 4, Module 4, Staffing Using the 

DCPDS.  
Long-Term Training Army unique. 
Recruit/Fill Chapter 4, Module 4, Staffing Using the 

DCPDS.  
Return to Duty Performed in staffing. 
RIF Exception Performed in staffing. 
Salary Change Module 6, Pay, Benefits, and Entitlements 

Using the DCPDS.  
Separation Chapter 10, Module 4, Staffing Using the 

DCPDS  
Foreign Language Prof Pay Performed in staffing. 
USUHS Salary Change Navy unique. 
Mass Realignment Chapter 6, Module 4, Staffing Using the 

DCPDS.  
Mass Appraisals Chapter 2, Module 5, Workforce Relations 

Using the DCPDS.  
 Mass Awards Chapter 3, Module 5, Workforce Relations 

Using the DCPDS. 
 Mass Salary Chapter 6, Module 4, Staffing Using the 

DCPDS. 
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NOA Families Used in Staffing  

 
Purpose 
 
 
 

This section provides examples of the various Nature of Action (NOA) 
Families in staffing associated with the RPA on the Navigation List. 
 
Note:  Prefixes to NOAs: 

A = Army NAF 
C = DOD  Reconstruct-911 
D = Demo Projects 
L = China Lake Demo 
N = Air Force NAF 
P = Pseudo  
T = Transfer 
 

   
Associated NOAs  
 

Menu List Associated NOAs 
Appointment            

 

 
 

 
Continued on next page 
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NOA Families Used in Staffing, Continued 

  
Associated NOAs (continued) 
 

Menu List Associated NOAs 
Appointment 

(cont) 
           

 

 

 
 

 
Continued on next page 
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NOA Families Used in Staffing, Continued 

  
Associated NOAs (continued) 
  

Menu List Associated NOAs 
CAO/Transfer-
Chg Appoint 
Office -
Interagency 

 

 

 
 

Conv to Appt  

 
 

 
Continued on next page 
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NOA Families Used in Staffing, Continued 

  
Associated NOAs (continued) 
 

Menu List Associated NOAs 
Conv to Appt 
(cont) 

 

 

 
 

 
Continued on next page 
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NOA Families Used in Staffing, Continued 

  
Associated NOAs (continued) 
 

Menu List Associated NOAs 
Conv to Appt 
(cont) 

 

 

 

 
 

 
Continued on next page 
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NOA Families Used in Staffing, Continued 

  
Associated NOAs (continued) 
 

Menu List Associated NOAs 

Award – One 
Time 
Payment 

 

 
 

Detail  

 
 

 
Continued on next page 
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NOA Families Used in Staffing, Continued 

  
Associated NOAs (continued) 
 

Menu List Associated NOAs 

Extension of 
NTE 

 
 

 
 

Long Term 
Training 

 

 
 

NonPay/Non
Duty Status 

 

 
 

Other Pay  

 
 

 
Continued on next page 
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NOA Families Used in Staffing, Continued 

  
Associated NOAs (continued) 
 

Menu List Associated NOAs 

Salary 
Change 
 
 

(Promotion)   ⎝ 
 
(Also, See 
“Other Pay” 
on previous 
page) 
 
 

(QSI)    ⎝   
 
 
 
 

(Army NAF 
Promotion)   ⎝ 

 
 
 
 
 
 
 
 
 
 
 
 

(AF NAF   
  Promotion)  ⎝ 
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